
Why are there two slides on the  
Make It Stick PowerPoint template? 
• The first slide will be the Visual Voice you 

create and print. 
• The second is a collection of the sticker shapes 

for you to copy and paste in to the first slide 
if you want to add them over the top of your 
imagery. 

• By copying and pasting the shapes from the 
second slide, on to the first slide, they will 
appear in the same place. 

• They are grouped together but they can also 
be individually selected, moved formatted, or 
deleted inside the group by double clicking on 
the exact shape you want. 

Why is there a black bar across        
the top of the slide? 
• All domestic printers behave differently and 

we have refined the design to allow for as 
much tolerance as we can. In testing the Make 
It Stick template on a number of printers, 
we discovered that the imagery is generally 
forced up the page when printed. The bar 
compensates for that, helping to ensure 
everything is where it should be when printing. 

• The bar and the shape outlines are background 
graphics included to guide you. Before you 
print, these need to be hidden. Go to the 
Printing section for guidance on how to do this. 

How to search for                                   
Creative Commons imagery online 
• For a library of icons and illustrations: 

go to www.iconarchive.com  and                                 
www.thenounproject.com where most        
icons are free for non-commercial use

• For photographic imagery, use the Creative 
Commons search engine,  
search.creativecommons.org. Enter your 
search query and select a preferred destination 
below and click search. From here, Useful 
destinations include Flickr, Google Images and 
Wikimedia Commons. 

Make It Stick 
Quick Reference Guide

www.leapfrog.tools

Printing
(adapted from the Global Community Foundation)

The following instructions here and overleaf 
were created using Microsoft PowerPoint 2013 for 
Windows.  For further easy-to-use guidance, visit 
the Global Community Foundation website: 
• PowerPoint 2013 -  

www.gcflearnfree.org/powerpoint2013
• PowerPoint 2010 - 

www.gcflearnfree.org/powerpoint2010

First, hide the background graphics 
There are 2 options for this:
1. Navigate to  Format. Select Background from 

the dropdown menu. Place a tick next to  the 
option to Omit background graphics from 
master. Click Apply or Apply to All

2. Or navigate to View, select Slide Master view, 
select the dropdown menu under background 
and select hide background graphics. 

... and print
1. Navigate to the backstage view (windows 

button in top-left hand corner) and select print 
from the dropdown menu

2. Select the printer you intend to use from the 
dropdown menu. 

3. Go to the settings options below.
4. In the dropdown menu next to  “print all slides, 

enter 1 into the slides field. 
5. Print layout is the next option down, ensure 

“full page slides” is selected. Select the 
dropdown menu and un-tick “Scale to Fit 
Paper”. 

6. Select High Quality. 
7. Select full colour. 

Share your Visual Voice with the rest 
of the Leapfrog Community
Join the conversation, ask questions and be 
inspired by other examples. Go to the Leapfrog 
Tools Facebook group,  
www.facebook.com/groups/leapfrogtools
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PowerPoint basics 

Add text 
1. Insert a text box by navigating to the Insert tab
2. Select Text box
3. Click, hold, and drag to draw the text box on 

the slide.
4. The text box will appear. To add text, simply 

click the text box and begin typing.

Add pictures  
Import a picture
1. Navigate to the Insert tab, 
2. Select the dropdown menu by picture 
3. Select picture from file. 

Select a picture
1. Before you can modify a picture, you’ll need to 

select it.
2. Click to select a picture. 
3. A solid line will appear around a selected 

picture.

Resize it
1. Click and drag the corner sizing handles until 

the picture is the desired size.
2. The corner sizing handles will resize a picture 

while preserving its original aspect ratio. If 
you use the side sizing handles, the image will 
become distorted.

Move it
1. Click and drag to move a picture to a new 

location on a slide.
Rotate it
1. Click and drag the circular arrow above an 

image to rotate it right or left.
2. Hold the Shift key on your keyboard when 

rotating an image to limit the rotation angle.

Delete it
1. Delete an image by selecting it and pressing 

either backspace or delete. 

www.leapfrog.tools

Modifying pictures
When you select an image, the Format tab 
appears. From here, Microsoft PowerPoint has a 
significant choice of functions to modify imagery 
including arranging imagery on the slide, cropping 
and applying a range of effects. For guidance, visit  
www.gcflearnfree.org/powerpoint2013/17
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